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FOREWORD 



In 1962, a Handbook for Teachers of Business Management was developed 
to provide teachers with project ideas, reference materials, and informa- 
tion about management procedures in finance, marketing, and manufacturing. 

Ten years later, in 1972, an advisory committee decided to produce a 
Syllabus for Business Organization and Management, This Syllabus would 
give the classroom teacher a complete course outline with correlated 
teaching suggestions in addition to suggested projects and sources for a 
management library. The advisory committee, which met in Albany, 
consisted of; 

. Adrian C. Gonyea, Chairman, Business Education Division, Hudson 

Valley Community College, Troy 
. Richard Hills, Business Education Teacher, Cato-Meridian Central 

School , Cato 

. Charles Petitjean, Professor of Business Education, State 

University of New York at Albany 
. Guido Zambernardi, Business Education Teacher, Harrison High 
• School , Harrison 

We are particularly indebted to Guido Zambernardi, Michael Judge of 
Waterford-Halfmoon High School, and Bernard Shilt, former Director of 
Business Education, City of Buffalo, for writing the teaching suggestions, 
project Ideas, and the library resource lists. 

Ronald W. Wing of the Bureau of Business Education and Alvin E. Rubin 
of the Bureau of Secondary Curriculum Development supervised this project 
and prepared the manuscript for publication. 



G. Earl Hay, Supervisor 
Vocational Curriaulwn Unit 
Bureau of Secondary Curriculum 
Development 



Gordon E. Van Hooft, Director 
Division of Curriculum Development 
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MESSAGE TO THE TEACHER 



A large proportion of American men and women are in occupations which 
involve business management. The department of business administration has 
the largest enrollment in many of our universities. The proprietor of a 
business, large or small, is the cornerstone of our econon\y. 

This Business OTganization and Management Syllabus is presented for 
the use of business teachers and school administrators interested in pro- 
viding a course of study which will appeal to students who may enter 
schools of business administration and/or earn their livelihoods in 
business management or ownership. 

This syllabus supercedes the Handbook for Business Management, The 
personal business management aspects of that course are now taught in 
consumer education courses. 

The content of the new Business Organisation and Management Syllabus 
has maximum flexibility in presentation. The subject matter has been 
identified for a 10-week, one- term, or full -year course. 

Reactions to this syllabus and suggestions for the improvement and 
revision of Its contents will be welcome. 



Hobart H. Conover, Chief 
Bureau of Business Education 



Robert H. Bielefeld, Director 
Division of Ooaupationat 
Education Instruction 
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CHAPTER 1 



COURSE OBJECTIVES AND ORGANIZATION 



Purpose of the Course 

Business Organization and Management is designed to introduce 
students to the functions, economic services, organization, and operation 
of American business. The course provides a knowledge and understv^nding 
of basic business principles and functions that will be of value to all 
pupils, particularly those who are interested in the business professions 
or office careers. 

Pupils who major in one of the business education occupational 
curriculums (bookkeeping/accounting, general off ict/clerical , data 
processing, or stenographic) in preparation for office careers, need 
to understand the role of business in society, the nature and inter- 
relations of various business functions within and among various 
types of businesses, as well as the dynamics of internal business 
organization and processes. It is these understandings that will enable 
pupils to perceive their future occupation with enlightened perspective, 
to appreciate the importance of their career role to the business as a 
whole, and to the total world of business and free en+erprise system. 

College-bound pupils interested in preparing for a business career 
will find a course in Business Organization and Management a very 
helpful orientation to the many highly specialized areas of business 
for which one can prepare a' the college level. Through the introductory 
study of business finance, organization, management, personnel and 
environmental relations, manufacturing, marketing, and business policy, 
students are given an excellent orientation to the broad career potential 
of business. Certainly, Business Organization and Management should be 
encouraged as a desirable elective for any pupil who envisions his 
self -employment as a craftsman and owner of his own business. 



Course Emphasis 

Prior to the development of this State syllabus, two avenues of 
approach have been followed by local schools in the content of their 
course of study. One approach has stressed business organization and 
management in the classical sense, emphasizing business principles, 
concepts, and organization as encountered in the business world. A 
second approach has stressed business organization from the viewpoint 
of wise handling of one's personal business affairs. 

This first Statewide syllabus stresses the classical approach 
identified above. The new course in Consumer Education as described 
in a curriculum guide of that title by the Bureau of Secondary Curriculum 
Development, is now recommended to schools that wish to pursue the 
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personal aspects of business management. Both Business Organization 
and Management and Consumer Education as outlined in the two State guides 
continue* however, to be recognized as elective courses in the three-unit 
business major sequences and four-year curriculums. 



Alternative Course Designs 

This syllabus has been organized so as to be adaptable to a varloty 
of education interests and school organization designs. The outline of 
content has been arranged for interdisciplinary, nongraded, block time, 
or modular curriculum organization as well as for the more conventional 
curriculum patterns. 

ONE-TERM OFFERING 

Typically in New York State, Business Organization and Management 
is offered as a one ^arm, eleventh- or twelfth-year elective. This time 
allotment makes it possible for students of varied interests and abilities 
to profit from this course. The parts of the syllabus considered essential 
to a one-semester course have been specified on page 4 to guide teachers 
and administrators in determining appropriate content. 

OBJECTIVES 
One-Term Course 
Business Organization & Management 

Upon completion of this course the pupil should be able to: 

Report the major developments in American business enterprise during 
the 20th century. 

Set forth the basic economic principles, in a free enterprise econoiny. 
Define common business classifications. 

List the major functions performed by management in business enter- 
prises. 

Compare advantages and disadvantages of sole proprietorships, 
partnerships, and corporations. 

Detail the types of internal organizational structures and major 
characteristics of each. 

Explain the nature, importance, and characteristics of organizational 
ob jecti ves . 

Relate the functions of personnel management* 

Describe the methods of hiring and training people to meet manpower 
needs. 
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Recount the factors involved In determining capital requirements. 

Identify and interpret common financial statements. 

Characterize personal funds and financial institutions as sources for 
business financing. 

Portray the role of budgets in a business organization. 

List the principles of effective budgeting. 

Explain the general patterns of production planning and the general 
responsibilities of management for profitable production. 

Detail the production elements in the manufacturing process. 

Show the relationship and importance of production control to the other 
organizational departments. 

Relate typical marketing activities. 

Delineate the main channels of distribution in marketing goods and 
services. 

Describe some methods and measures in evaluating marketing activities. 

Demonstrate a specific problem-solving technique. 

Explain the need for feedback and assessment techniques in the decision 
making process. 

Appraise the choices available relative to occupational goals in the 
business management field. 

Develop plans of action for attaining prospective educational' and 
occupational goals in business management. 

Exhibit a working knowledge of policies and practices in administering 
the work force. 



SUGGESTED TOPICS 
ONE-TERM COURSE 



Business Organization and Management 



Unit 


Section 




Topics Selected from the Complete Outline* 


i 


Introduction 


A. 


(Evolution of B,i«i1ness) 








3 The 2Qth Cpnrurc 






B. 


Characteristics of our Business World 






C. 


Definitions and Classification of Business 






n 


wc p iiiiuiwiid oiiu ruiiwuiuiid ui DUdiiic^^i rioiiavjciMdi u 


n 


Organization 


A. 


(Legal Types of Business Ownership) 




of 




1. Sole Proprietorship 




Business 




2. General Partnership 








3. Corporation 






C. 


Internal Structure 






F 




m 


Human 


A. 


Building the Work Force 




KcSOUrCcS 




Munnmsteriny tne worK rorce 


IV 


Financial 


A. 


Capital Requirements 




Management 


B. 


(Sources of Funds) 








1 * rcrsona 1 Uapi ta 1 








2. (Outside Funds) 








a. Financial Institutions 






C. 


Budgets 


V 


naiiUTauLur 1 iig 


A 

M. 


ractors UT rruuuution 




Function 


c. 


Control 


VI 


Market 


B. 


Typical Marketing Functions 




Management 


C. 


Channels for Distribution 






E. 


Marketing Control Vehicles 


VII 


Decision and 


B. 


Analysis and Decision Making 




Pol icv Makina 


C. 


Communication of Decision 




bv Manaaement 


D. 


Feedback 






E. 


Evaluation of Results 


/III 


Educational 


A. 


Business Management Careers 




and Vocational 


B. 


Preparation for a Career in Business Management 




Guidance 










*It is anticipated that the teacher will cover only 






those topics specified; the teacher should not 






attempt to include all of those items subsumed 






under those topics listed in parentheses. 
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MINI-COURSE 



Mini -courses are part of a new curriculum design that is becoming 
increasingly popular in New York State. A mini-course in Business 
Organization and Management might be offered in conjunction with other 
mini -courses in business education or in other subject areas. Selected 
topics from the syllabus have been specified on page 7 to suggest content 
appropriate for an Intensive course entailing approximately 30 clock hours 
or 8 weeks (45-minute periods) of instruction. 

A mini-course in Business Organization and Management is ideally suited 
in block-time programs, such as are found in our area occupational centers, 
where pupils must concentrate their occupational preparation in a 1- or 
2-yeat time span. Bulletin 179 of the Bureau of Business Education, Block 
Programs in Area Ocoupational Centers, should be reviewed for ideas of 
how a mini-course of this type can be incorporated into a two- or three- 
period block program. 

OBJECTIVES 
30-Hour Mini -Course 
Business Organization and Management 

Upon compU-.ion of this coiirse the pupil should be able to: 

Describe the meaning and functions of business management. 

Define business enterprise and categorize types of businesses. 

List the types of organizations in the American business system. 

Detail the main features of the common types of internal organizational 
structures. 

Explain the necessity for the development of objectives to establish 
directions and purpose for the organization and the individuals associated 
with the organization. 

Show how personnel administration integrates with overall organization 
objectives. 

Relate common practices in recruiting and selecting the work force. 

Set forth management's obligation to the employees. 

Describe original investment and working capital needs. 

Delineate the financial institutions that are the most common source of 
outside capital . 

Explain some objectives of business budget** and the preparation pro- 
cess involved. 
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Describe the channels of distribution most coiranonly used in 
marketing. 

Identify the basic tools and skills necessary in making business 
decisions. 

Exhibit a working knowledge of the decision-making process. 

Explain the necessity for monitoring and evaluating the execution of 
courses of action. 

Delineate the career choices available in business management. 

Plan the most effective route to attain career objectives. 

List the main functions of marketing in relation to a company 
organization. 



SUGGESTED TOPICS 
30-Hour Mini -Course 

Business Organization and Management 



Unit 



Section 



Topics Selected from the Complete Outline* 



II 



III 



IV 



VI 



VII 



VIII 



Introduction 



Organization 



Human 
Resources 



Financial 
Management 



Market 
Management 



Decision and 
Policy Making 
by Management 



Educational 
and Vocational 
Guidance 



C. Definition and Classification of Business 

D. Definition and Functions of Business Management 



and Disadvantages 



C. 



A-*.:. 'Fwtnltfion, Advantages, anci 
w^vn^m sqI 6 Propn'ettrshl p , 
C 2. General Partnership 
3. Corporation 
(Internal Structure) 

Devel opment < 
Types 

Organization Charts 
Managing by Objectives 

Recruitment 
Selection 

Management Responsibilities 

(Fixed Capital Needs) 
b. Original Investment 
Working Capital Needs 
a. Financial Institutions 
Purposes of a Budget 
Building a Budget 

Transfer of Title 
Physical Handling 
C. Channels for Distribution 

B. Analysis and Decision Making 

C. Communication of Decision 

D. Feedback 

E. Evaluation of Results 



A. 2. Opportunities in Different Classes of Business 
3. Opportunities at Various Levels of Business 

Management 

B. 1. Self-Appraisal 

2. Preparing a Plan to Attain the Career Goal 





1. 




2. 




3. 


E. 


2. 


A. 


1. 




2. 


C. 


1. 


A. 


1. 




2. 


B. 


2. 


C. 


1. 




2. 


B. 


1. 




2. 



*It is anticipated that the teacher will cover only 
those topics specified; the teacher should not 
attempt to Include txV. those Items subsumed under 
those topics listed in parenthcs*»s. 
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FULL-YEAR OFFERING 

Some schools have found it desirable to provide pupils a more extended 
treatment of Business Organization and Management, particularly if students 
have had lUtle or no previous opportunity for general business studies. 
To assist teachers in this broader treatment of Business Organization and 
Management, the committee responsible for this syllabus has included 
appropriate major topics and subtopics for a full -year course of study. 

OBJECTIVES 
Full -Year Course 
Business Organization and Management 

Upon completion of this course the pupil should be able to: 

Delineate the major events and developments that led to the present 
American business system. 

Describe the economic characteristics of the business world. 

Relate the American private enterprise system and the contribution of 
business management to the success of American business. 

Detail the functions of management in organizing and operating a 
successful business enterprise. 

Portray the contributions of well-known business managers to the 
improvement of management and organization in business enterprises. 

Explain the relative advantages of various types of business organize- 
t1 ons . 

Develop a simple organization chart. 

Delineate the types of internal organizational stri'ctures and the 
comparative advantages of each. 

Describe government regulations and legislation that Influence business 
organizations and practices. 

Show how to improve government and business relationships. 

Detail the characteristics of a well-ory^^nized business. 

Portray the relationship between organizational objectives and the 
planning functions. 

Show how the establishment of objectives affects policies, procedures, 
and strategies. 

Set forth the importance of effective communication with those 
individuals In the organization responsible for Implementing objectives. 

Describe the nature of the planning process and its relationship to 
the attainment of objectives. 
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Explain the need for constant evaluation of objectives to ascertain 
their pertinence to the purposes of the organization. 

Delineate the process of estimating manpower needs and developing 
recruitment policies. 

Demonstrate procedures used to screen and select employment applicants. 

Detail orientation and training methods for incoming employees. 

Relate the techniques for appraising employee performance. 

Report on some formal training and instructional programs sponsored or 
conducted by businesses. 

Characterize the conditions for discharging, transferring, and 
promoting personnel . 

Demonstrate the application of effective supervision principles. 

Recount individual motives and group pressures ^1ch influence employee 
morale. 

Explain the need for and techniques of establishing desirable personnel 
policies. 

Describe typical grievance procedures. 

Portray the supervisor's responsibilities in labor agreement admini stra- 
ti on . 

Detail the features of major pieces of labor legislation. 

Define and compare the different types of financial institutions. 

Show how new capital can be raised through the reorganization of 
companies or sale of stocks and bonds. 

Particularize common types of business budgets. 

Relate forecasting .>r budgeting and preparation of financial statements. 

set forth the factors affecting the formulation of credit policies. 

Delineate the most common collection techniques. 

Report on coverage available in insuring against the most common 
business risks. 

Tell the factors of production involved in the manaufacture of products. 
List the various components of the cost to manufacturers. 



Recount the factors to consider in planning the control of productton. 

Explain the principal marketing functions and the effect of various 
social and economic factors on marketing activities. 

Characterize the role of marketing in today's economy. 

Relate marketing to its service arms of advertising, sales promotion, 
and public relations. 

Describe typical distribution channels. 

Distinguish between classifications of consumer and industrial goods. 
Detail the methods of reviewing and monitoring marketing activities. 
Identify information needed by management for decision-making purposes. 
List sources of information on business conditions. 
Describe the techniques used in problem solving. 

Explain the importance of effective communication in executing decisions. 

Delineate practices designed to assess progress and measure results of 
decisions implemented. 

Analyze the career opportunities that exist tn the following fields of 
business: purchasing, finance, accounting, personnel management and labor 
relations, shipping and transportation, and manufacturing. 

Plan the most appropriate route to prepare for a realistic career 
in the business management field. 

Detail the important factors to consider in deciding whether to go 
into business for oneself. 

Report what to consider in determining whether to buy an existing 
business. 

Explain what to consider in organizing a small business enterprise. 

Interdisciplinary units . The syllabus outline will be of assistance 
also in selecting content relating to business organization, personnel 
management, financial management, manufacturing management, market management, 
and business principles which might be incorporated in an interdisciplinary 
curriculum design. The topics incorporated in the section of the outline 
devoted to Financial Management might, for example, be appropriate for 
students preparing eventually to launch a business of their own and, hence, 
to face the financial stresses of most new business ventures. 



10 



CHAPTER 2 
ADMINISTRATIVE CONSIDERATIONS 



The impact of effective business management on our society is of 
such magnitude that an understanding of its principles and practices 
may be included, profitably as background information for most secondary 
students and could well be included in the curriculums of all students 
of business. 

Teacher Qualifications 

Business Organization and Management should be taught by a teacher 
who has had broad training in business education including, if possible, 
such subjects as accounting, economics, insurance, finance, business 
organization and management, and marketing. It is preferable* if the 
teacher selected also has had a background of experience in business 
as well as classroom teaching. Enthusiasm for teaching the course and 
willingness to devote considerable time to digesting business literature 
for classroom use are important. The teacher should be able to establish 
and maintain contacts with the business community that will increase 
the relevancy of the course to students. 

Grade Placement 

The approach to Business Organization and Management as presented 
in this syllabus suggests that students should be scheduled at either 
the eleventh or twelfth grade. Course content, teaching approach, and 
learning activities should be suited to students of a maturity level 
found in the upper high school grades. Many of these pupils, too, will 
be able to capitalize on learning they have acquired as the result of 
previous courses in business education. Pupils who plan to major in 
business administration at the post-secondary level will find the study 
of Business Organization and Management an excellent vehicle for 
exploring specific areas of business in which they might wish to special- 
ize upon entering college. 

Regents Credits 

One unit of credit should be granted pupils who are scheduled for 
the study of this subject on a full -year basis. Most schools, however, 
schedule this course on a one-semester basis for one-half unit of credit. 

Prerequisites 

Although no courses are required as prerequisites to the study of 
Business Organization and Management, students should be average or 
above average in ability to benefit from the concepts that are developed. 
The prospects of this being a dynamic, thought-provoking course should 
not be jeopardized by students who may have only a mild interest in the 
objectives which a course of this variety is designed to achieve. 
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Engendering interest in the study of Business Organization and Management 
through effective guidance practices is the best strategy for assuring 
that properly motivated pupils are enrolled in the course. 

Diploma Requirements and Major Sequences 

The Administrative Handbook fox* Business and Office Education suggests 
the inclusion of this course as part of several of the business curriculums 
and three-unit major sequences presented on pages 14 through 20. Business 
Organization and Management may also be elected as one of the courses in 
each of the three-unit nonvocational sequences. School administrators and 
guidance personnel will undoubtedly want to study the handbook for the full 
potential of this course in the total business education programs. 
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CHAPTER 3 

INSTRUCTIONAL PRIORITIES AND STRATEGIES 



Learner-Centered 

It is envisioned that this course will be lively, dynamic, thought 
provoking, and productive. A high premium should be placed on learner- 
centered instruction. Learnings acquired as a result of student-initiated 
activities stemming from issues, cases, questions, problems, and topics 
that interest pupils have a much greater impact on the behavior of the 
learner. A passive pupil listening to a lecture is likely to attach 
less significance to its content than to new knowledge acquired through 
a learner-centered activity. 

Content will be considered more valuable, timely, and significant 
by the learner if he has acquired it in his quest to solve problems, 
resolve issues, discover answers to key questions, settle controversies, 
relieve dissonance, act on cases, choose from alternative courses of 
action, create management models, succeed in business games, perform 
roles, etc. A lecture can be useful, but all too often it is giving 
answers to questions or issues identified by the speaker rather than the 
listener. The information presented in a lecture cannot possibly be 
timed to the learning rate of each individual. Neither can it begin to 
be related by the teacher to the thought, questions, ideas, concerns, 
misconceptions, or dissonance occupying the mind of each learner at any 
given point in time during the course of the lecture. 

Manager of Learning Activities 

The learning processes in which pupils are involved are the most 
crucial challenge confronting the teacher. For reasons identified earlier 
in this chapter, the learning process in Business Organization and Manage- 
ment should emphasize learner-centered activities. T'.p role of the 
teacher thus becomes that of a planner and coordinatoi of learning designs 
rather than a purveyor of ififormation. 

It is hoped that teachers will plan each lesson so as to capitalize 
on the background, interests, and goals of the learners. The subject 
matter in this course is introductory in nature, designed to orient 
students to the fundamentals of business organization and management and 
to stimulate their interest in further study. The course should therefore 
be thought-provoking and motivate students to pursue advanced training, 
if they envision some aspect of management as a career objective. 

Activities that involve students in the learning process, however, 
may not be sufficient. Each activity must be planned to build on the 
background, interests, and goals of students and also to capitalize on a 
myriad of other motives at play in the classroom. These motives may be 
as basic as curiosity, or as complex and idealistic as the desire to grow 
toward human perfection. The important thing to keep in mind in any 
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student- In vol ventent learning activity 1s that the activity w111 arouse 
the learner to participate earnestly and result In the acquisition of 
meaningful new understandings. 

A teacher cannot be expected to master overnight the techniques 
of planning and programming effective learner-centered experiences. 
Some learning designs or modes will work, some will fall. What Is needed 
Is the confidence and courage to experiment with various plans of action. 
A teacher's resourcefulness* Ingenuity, and creativity need to be tested 
before they can be proven. The Important principle that should be kept 
In mind Is that learning Is most effective where the learner Is deeply 
Involved In the learning process. If teachers of Business Organization 
and Management will follow this principle In their classroom organization 
and Instructional design, there Is every reason to believe that pupils 
will benefit from the various learning activities. 

Suggested Instructional Strategies 

Lecture Method 

The lecture method Is applicable to this course, since much of the 
material Is entirely new to students. Well-planned, short lectures, of 
five or ten minutes duration can be extremely effective. It Is suggested 
that lectures be Interspersed with ample opportunity for class discussion. 
Students should be encouraged to take notes that will be used for reference 
and review. In order to encourage high standards In note taking, It Is 
suggested that student notebooks be evaluated periodically by the teacher 
and suggestions made for Improvements. 

Discussion Method 

Here, the teacher should act In the capacity of group leader. 
Occasionally a student may act as the moderator. Because of the many 
row concepts Introduced In this course, the teacher must carefully 
evaluate student contributions. Good class discussion will encourage the 
student to think. It will give the teacher an opportunity to correct 
mistaken concepts acquired through reading or from previous class presen- 
tations. Good class discussion will help students apply some of the 
factual material learned and promote greater Insight and real understanding. 
In essence, this method will help a student to apply his learning as the 
Interaction of facts and Ideas occurs within the group. 

Case Approach 

The case approach Is used extensively by some of our leading colle- 
giate and graduate schools of business. If used with discretion, this 
method may be used effectively at the secondary level for both Inclass 
discussion and out-of-class written activity. As an Inclass method. It 
becomes a means for focusing discussion on a given set of facts. 
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Confronted with certain facts presented in a case setting, the 
student or class is asked to suggest an effective solution. This 
approach causes the student to apply learned -facts to a specific problem. 
The student or class is thus encouraged to weigh alternative solutions 
and to offer one or more lines of action. 

Many topics of the high school business management course are con- 
ducive to this technique. Areas relating to insurance, credit and 
collections, and business organization immediately come to mind. 

Conference Groups 

When physical conditions permit, the conference method for solving 
problems is an excellent means for stimulating student interest. In 
classrooms with movable desks and chairs or with conference-type tables, 
one or more small conference groups may work simultaneously. It is 
usually desirable to indicate the subject that the conference group will 
consider several days in advance, thus permitting students to gather 
pertinent materials. 

When the conference convenes, one student may be appointed as chairman 
and another to record carefully the minutes of the meeting. These minutes 
can then be read at the next class or conference meeting and copies pro- 
vided to each student for his notebook. 

In arranging conference groups it is helpful if the teacher assists 
with the makeup of the personnel of the various groups, so thai.t no con- 
ference will be dominated by one or two persons. It also is desirable 
that one person from each of the groups be designated to report results 
of the conference to the class as a whole, permitting the entire class 
to benefit from the discussion taking place in the respective groups. 

Brainstorming 

Within recent years a "new" management technique called "brain- 
storming" has received wide publicity in business and industry. This 
procedure is used to develop new ideas and to prevent mental stagnation. 
At a brainstorming conference the participants are encouraged to exercise 
originality to its fullest— with emphasis on positive thinking. Under 
expert leadership this method can be used to good advantage in the class- 
room, perhaps as a variation of the conference method. 

A typical brainstorming session might be set up as follows: 

1. Select a problem or subject to be discussed. 

2. Encourage all students to express their opinions even if 
they seem farfetched. 

3. Make a summary of the suggestions. 

4. Indicate conclusions or a line of action to be taken. 
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Role Playing 



Role playing can be extremely graphic and exciting to high school 
students. A short skit is enacted before the class with unmemorized 
roles played spontaneously. Brief notes should be taken by the observers 
or a tape recording made for a discussion to follow the presentation. 
The teacher should have definite points to be emphasized in the discussion. 
A limited number of ideas learned and understood by the class is the prime 
purpose of role playing. Beware of hoping that the dramatization alone 
will cover something of value; also, beware of capitalizing on any point 
regardless of its significance. In this respect, role playing should be 
avoided early in a topic when students lack knowledge of the subject, but it 
is excellent for summarizing a unit of work. 

Role playing provides for physical activity and develops initiative 
in thinking on the part of the actors. Situations appropriate to role 
playing are numerous: an annual stockholders meeting, a loan application 
interview, the job interview, a committee meeting, or a planning session. 
This teaching method should be tried out once or twice before deciding on 
its worth. It will be found, if the observers are required to add any 
major points left out or correct any misrepresentations made during the 
presentations, that a good competitive spirit will exist between the 
players and the audience. 

Dramatization 

Playwriting and performing are effective means for highlighting 
interrelationships between business subjects or between various topics of 
the -business management course. Through the medium of the classroom play, 
broad concepts of business may be imparted. 

Ideas for classroom dramatizations should, if possible, be student- 
inspired--arising out of classroom discussions. Since playwriting requires 
special talents, the teacher must be alert to discover students whose 
interests or talents are along this line. Because roles must be prepared, 
studied, and rehearsed, this teaching method will be subject to some 
limitation. Many topics in the business management course, however, are 
suited to this medium; for example, insuring against economic risks, 
investing one's savings, obtaining credit, etc. 

Project Method 

An individual project has tremendous learning potential for it 
permits the student to launch out on his own and pursue his own interest. 
An advantage of the project method is that the student may actually par- 
ticipate in the project design and in the establishment of learning goals. 

In developing a project, the teacher and/or student should be certain 
to identify the following details: 
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Descriptive Title—The title should provide some insight into 
what the project is all about. 

Objective or Purpose— The objectives or purposes of the project 
should be determined, wherever possible, by teacher-student 
conference. It should be written In sufficient detail so that 
the project purposes or expected outcomes are readily apparent. 

Nature and Scope—Every project should include a preliminary 

statement that gives the rationale for the activity or com- 
bination of activities that are to be followed. 

Resources— The special or unique items of equipment or special 
materials to be used in the project should be identified. 

Preproject Preparation— The project should identify what readings, 
facts, ccnpetencies , and supporting information the student 
should have before starting the project. 

Step-by-Step Description— The step-by-step description is the full 
description of what is to be done. 

Evaluation— The project should identify the evaluation steps that 
will be taken by the student and the teacher as a measure of 
the success of the activity. 

Committee Method 

Many projects and problems in business management are broad enough 
to be divided into parts that lend themselves to committee-type activity. 
The committee method is an excellent learning technique if not used to 
excess. The teacher is responsible for seeing that library references, 
classroom materials, and even resource persons are available for consul- 
tation. The teacher should periodically check the progress of the 
committee group and ask for progress reports if the assignment extends 
over a long period of time. 

Some of the suggested problems or projects that would lend themselves 
to the committee method are: budget preparation for a particular kind 
of business or family income, necessary physical facilities and their 
arrangement in a retail store, conducting an advertising campaign, con- 
struction of a series of job descriptions, listing recent and proposed 
government regulations of business and their impact on business and/or 
on consumers, and speculation on what business will be like in 30 to 50 
years . 

Learning Application Packets 

Another learning strategy ideally suited to a course such as 
Business Organization and Management is built on the use of learning 
application packets. Learning packets include instructional materials 
of wide variety brought together in a total system. The learning 
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packet is particularly effective for classes where there is a wide range 
of student abilities. It permits students to progress through the learn- 
ing activities at their own pace, selecting activities appropriate to 
tneir individual learning ability. 

The learning packet has many of the advantages of the project method. 
One method, however, seems to capitalize on inclass learning while the 
other broadens the horizon to include both inschool and out-of -school 
resources and experiences. Both approaches capitalize on student interests 
that motivate purposeful learning. 

The learning packet method requires considerable initiative on the 
part of the teacher in assembling and/or developing materials which are 
directed to the learning goals. 

The project method, on the othur hand, requires the student and 
teacher to participate in the learning design, but places considerably 
more iniative on the part of the learner for planning and implementing 
the actual learning activities. 

Business Simulation 

A culminating learning activity for the business management class 
might involve the organization and operation of an actual operating 
business. Ideally, the business should involve both manufacturing and 
marketing of a particular product. 

Some school systems have incorporated the activities of Junior 
Achievement in the school learning program. This type endeavor is ideally 
suited to the business management class, particularly for courses orga- 
nized on a half-or full -year basis. 

Audiovisual Presentations 

Audiovisual presentations lend variety and enrichment to learning 
activities. They provide excellent background information for industrial 
and business processes, methods, systems, and procedures. 

However, in using audiovisual aids, good classroom technique requires 
that audiovisual materials be previewed by the teacher or by a committee 
of students. Before these materials are shown, the class should be sup- 
plied with an outline of important points, or questions which focus 
attention on the highlights of the presentation. Some teachers require 
that each student prepare a resume for future reference. 

Many audiovisual aids are available to the teacher of business 
management. The "Directory of Sources" of films in Chapter VI wili 
provide valuable leads for obtaining catalogs of films on business orga- 
nization and management. Whenever feasible, audiovisual aids should be 
used concurrently with the classroom presentation of the topic under 
consideration. Materials should therefore be ordered well in advance. 
To assure delivery when needed, some schools order materials during the 
spring semester for use in the next school year. 
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CHAPTER 5 
SUGGESTED PROJECTS 



Carefully planned and executed projects provide many valuable learn- 
ing experiences for the business Organization and Management class. These 
projects incorporated in this handbook are a sampling of a variety of 
activities that have proved woi^thwhile in Business Organization and Manage- 
ment classes throughout the State. 

Many of the suggested projects will require considerable time to 
complete; therefore, the teacher should review all of them early in the 
course so that those chosen can be completed by the time the subject will 
be covered in the plan of instruction. 

Since several projects suggest making use of pamphlets available with- 
out charge from the district offices of the Small Business Administration, 
it will simplify matters if the teacher secures all the pamphlets at one 
time. (Addresses of regional offices are listed in Chapter VI "Suggestions 
for the Management Library.") 

Many of the suggested projects may be initiated as part of the class 
activities relating to a particular topic in the course. Other projects 
are of a continuing variety and should be planned and carried on by 
selected class members throughout much of the term. Both types, however, 
should often culminate in a written report or an oral report before the 
class. 

When a project is assigned to only one student or to part of a class, 
a written or oral report is especially desirable. The report will serve 
as an excellent topic review technique and extend the learning experience 
of one or a few students to the class as a whole. In many cases, the student 
can have his report, or an outline of it, duplicated so that each member 
of the class can be given a copy. The spirit duplicator Is suggested 
because the master can be handwritten with ease, or It can be typewritten. 

Projects involving oral reporting should Include the responsibility 
for developing a carefully prepared class presentation. Improvement in 
reporting should be expected and become apparent as students are given 
the opportunity for second or third presentations. Some teachers have 
found it profitable to record the presentation on tape in order to show 
definite evidence of improvement. 

While care should be observed by the teacher to avoid a hypercritical 
attitude in the early stages of the reporting, teacher standards for project 
work should be clearly understood by students and evaluation made in rela- 
tion to those standards. 
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INTRODUCTION 



Changes in Businesses and Occupations 

Select a committee to determine some occupations which have become 
extinct (or nearly so) and some occupations which are comparatively new. 
The committee should consider the probable reasons for these changes. 
Interviews with other persons may provide information. 

A second committee can be formed to investigate businesses regarding 
the same changes. 



Biographical Sketches 

From a list of outstanding businessmen and inventors, have students 
select one for a biographical report to the class. The report should 
emphasize the contribution made to the business world. The following is 
a suggested list: 



The following paperback is a suggested source: Machines That Built 
America , Roger B'jrlingame, the New American Library of World Literature, 
1301 Avenue of the Americas, New York, New York :0001 (35*). 



Oldest Businesses in the Community 

An interesting project would be to learn about some of the oldest 
businesses in the community. The names of these businesses might be ob- 
tained from the chamber of commerce and older business men. Information 
that might be sought from interviews with some person in each business 
might include: 



• What year was the company organized? 

• By whom was the company organized? 

• Did it start as a corporation? If not, what type? 

• What 1s the relationship of present management to original 
management? 



Armour, Philip 
Bendix, Vincent 
Birdseye, Clarence 
Colt, Samuel 
Dunlop, John Boyd 
Edison, Thomas A. 
Evans, Oliver 
Ford, Henry 
Fulton, Robert 



Howe, Ella. 
McCormick, Cyrus H. 
Sholes, Christopher L. 
Singer, Isaac M. 
Taylor, Frederick W. 
Wanamaker, Oohn 
Ward, Aaron Montgomery 
Whitney, Eli 
Wright Brothers 



ORGANIZATION OF BUSINESS 
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* What is the growth trend in terms of dollar sales, units sold, 
customers served, and so forth? 

• What factors are believed to have contributed to the long life 
(or success) of the business? 

Organizing a Business Corporation in New York State 

This project may be carried on effectively as a conwittee assignment. 
The committee is asked to prepare a report outlining in detail the specific 
steps required for organizing a corporation in New York State, also the 
approximate cost (filing fee, organization tax, lawyer's fee, etc). When- 
ever feasible, a lawyer should be consulted by the committee to review 
the technical details. The report of the committee can be duplicated and 
made a part of each student's notebook. Recoimended as a reference is 
Corporations - Extracts From Business Law - Rules of Corporations Bureau, 
1971, which is available without charge from the Department of State, 
Division of Corporations and State Records, 162 Washington Avenue, Albany, 
New York 12225. 

■ Business and the Environment 

People are becoming concerned about their environment and the pollution 
(water, air, and land) that has resulted from such things as the huge 
increase in population, the increased number of industrial businesses, 
and the increased number of automobiles, trucks, and busses. Businesses 
are finding more ways to reduce pollution and governments (Federal, State 
and local) have passed laws designed to reduce pollution. 

This project Is to learn what is being done to reduce pollution. Two 
students may be asked to prepare a report on the principal features of two 
Federal laws: (1) Clean Water Act of 1972; (2) Clean Air Act of 1970. 
Copies of these two acts can be had by writing to your Congressman. 
Another student could be asked to interview the local health department 
for specific things that are being done locally to reduce pollution. 



HUMAN RESOURCES 

Oob Description 

During class, prepare a list of occupations in which high school 
business graduates secure employment upon graduation from high school, 
list could very well include the following: 

bookkeeper retail sales clerk 

cashier secretary 

checker shipping clerk 

file clerk stock clerk 

office machines operator teller 

payroll clerk clerk typist 

receiving clerk typist-receptionist 

Develop a brief job description of each occupation. 
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A suggested outline for a job description is as follows: 

1. Primary duties 

2. Other duties 

3. Supervisory organization 

4. Requirements 

a. Physical 

b. Educational 

c. Mental 

d. Experience 

5. Salary 

6. Promotion channels 

Information may be obtained from interviews with people, from The 
Dictionary of Oaoupational Titles^ and from the OoQUpational Outlook 
Handbook^ available from the Superintendent of Documents, Government 
Printing Office, Washington, D.C. 20402. A copy may be available in the 
public library or in the school's guidance office. 

New York Labor Laws 

Students will be Interested in learning about New York labor laws that 
are designed to protect the well-being of employees. 

A committee of students may be given the project of reporting on the 
Information given in the booklet. How New York State Labor Laws Protect You . 
A copy is available without cost from the Office of Public Information, 
New York State Department of Labor, State Campus, Albany, New York 12226. 

The booklet provides information on such items as wages, employment of 
minors, working hours for women, employment agencies and state employment 
service, unemployment Insurance, workmen's compensation, disability benefits, 
labor relations, and labor and management practices. 

Each member of the committee could report on one or more of the items 
mentioned in the preceding paragraph. 

Organized Labor 

One or more students may be interested in preparing ai. oral or written 
report on the topic, "The Growth of Labor Unions In the United States." 
This report should encompass factors such as: 

1. History of labor unions 

a. National Labor Union 

b. Knights of Labor 
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c. American Federation r>f Labor 

d. Congress of Industrial Organizations 

e. Merger of A.F.L.-C.I.O. 

f. Independent Unions 

Z. Leaders in the union movement 

a. Samuel Gompers 

b. William Green 

c. John L. Lewis 

d. Philip Murray 

e. George Meany 

f. Walter Reuth^r 

g. James Hoffa 

3. Benefits that have resulted 

a. To employees 

b. To management 

4. Federal and State legislation 

The pamphlet. Brief History of the Labor Movement , available from the 
Superintendent of Documents, Government Printing Office, Washington, D. C. 
20402 (35(t), is recommended as a source. 

The American Labor Movement 

A student committee may be asked to orally summarize before the class 
the following publications relating to labor unions: 

• This is the AFL-CIO 

• Why Unions? 

These publications are available from the American Federation of 
Labor - Congress of Industrial Organizations, 815 16th Street, NW., 
Washington, D. C. 20006. 

Local Payroll Systems 

The purpose of this project is not only to acquaint students with 
different methods of paying employees, but to delve into reasons why one 
system is used in preference to another. The entire payroll framework 
should be covered by areas such as: 

• Use of individual time slips and timeclocks 

• Summarization of time and computation 

• Use of machines, charts, and other aids 
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* Check vs. cash 

• Government reports 

Different types and sizes of businesses should be selected for this 
project. 

An examination of payroll forms available for sale at an office 
supplies store might be helpful. 

Salary Analysis 

A student or a cornmittee can Jitermine the difference between an 
employee's "take-home pay" and the employer's total cost for the employee's 
services. 

Use the following suggested form to show the difference: 



SALARY ANALYSIS 



Employee's Weekly 
Sal ary 

Deductions: 
F. I. C. A. $ 



Federal 
Income Tax $_ 

State 
Income Tax $_ 

Other Possible 
Deductions: 
New York 
State 

Disability 
Insurance $_ 

Medical 
Insurance $. 

Union Dues $ 



$ 



Employee's Weekly 
Salary 



Employer's Additional Costs: 
F. I. C. A. Tax 



Unemployment 
Insurance 

Workmen ' s 
Compensation 

Other Possible 
Additional Costs: 

Union Welfare 
Fund 

Paid Vacation 

Sick Leave 

Life Insur- 
ance 



$. 

it! 
$. 

$ 



$ 



$ 



Total Deductions 



Employee's 
"Take-Home" Pay 



$ 



Total Employer's Additional 
Cost $ 



Total Cost to 
Empl oyer 



$ 
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Suggested sources of Information: 

Employer's Tax Guide. Circular E. Local district office of the 
U. S. Treasury Department, Internal Revenue Service. 

Handbook for Employers and New York State Unemployment Insurance 
Information for Claimants . Department of Labor, Division of Employ- 
ment. 370 Seventh Avenue, New York, New Yo^k 10001. 

State of New York Emplcyor Instruction--Tdbles and Methods, IT 
2100 . Local district office of Department of taxation and Finance. 



FINANCIAL hiANAGEMENT 

Financial Statements 

The teacher can use comparative balance sheets and comparative income 
statements from accounting texts and stock brokers and ask students to 
compute the percentage relationship that each item on the statement bears 
to the base indicated as 100 percent. Discuss trends resulting from the 
percentage comparisons and indicate possible management action. 

As an additional means of statement analysis the class may compute 
the following: 

Current ratio 
Acid tert ratio 

Ratio notes payable to accounts payable 
Ratio of fixed assets to fixed liabilities 
Ratio of net worth to liabilities 
Rate of return on investment 
Rate of net profit on net sales 
Other analyses 

The teacher should make clear the purpose of each ratio. In most 
instances there should be no need to memorize formulas. Additional methods 
of Interpreting financial statements may be introduced, depending on the 
interests and abilities of the students. 

The following are free or inexpensive sources of information: Key 
Business Ratios: 14 Important Ratios in 125 Lines of Businesses , Dun & 
Bradstreet, Inc., Business Information Division, 99 Church Street, New 
York, New York 1000"'. (Free) 

You and the Investment World , New York Stock Exchange, Inc., School and 
College delations, 11 Wall Street, New York, New York 10005. (Free) 

How to Read a Financial Report , Merrill Lynch, Pierce, Fenner and Smith, 
Inc., 70 Pine Street, New York, New York 10005. (Free) 

Ratio Analysis for Small Businesses , Superintendent of Documents, Govern- 
ment Printing Office, Washington, D. C. 20402. (250 
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Franchised Businesses 



In recent years, there has been a large increase in the number of 
franchised businesses - both retail and service businesses. This project 
is planned to find information about franchising, including such items as: 
what is franchising, types of businesses being franchised, advantages and 
disadvantages of operating framchised businesses, items usually included 
in the franchise contract. 

A committee of students can be asked to interview franchise holders 
of different types of businesses, such as Kentucky Fried Chicken, 
McDonald's Hamburgers, Howard Johnson's, and gasoline service stations. 
Each*student might interview just one business to learn what the operator 
considers to be the advantages and disadvantages of his franchised business. 

Before visiting the businesses, the committee should find it helpful 
to read the pamphlet. Are You Ready For Frances ing? Small Marketers Aids, 
No. 115. a copy of which is available w1thout""charge from the district 
offices of the Small Business Administration, U.S. Government. 

Cost of Advertising 

Thi oject will focus attention upon the comparative cost and 
effectiveness of various advertising media. 

' Write to several magazines which have national distribution and to 
Several large metropolitan newspapers for copies of their 
advertising rate cards and the size of their circulation. 

• Have a student or student committee prepare a comparative schedule 
of advertising rates for these media. 

• Obtain advertising rates from local publications and radio and 
television stations. Make comparisons as to costs, circulation 
figures, expected audience, etc. 

• Visit various local stores to determine which advertising media 
they have found to be most profitable and how they determined the 
effectiveness of their advertising. 

An interesting related project to the above project would be to have 
a student read and make a report on the information given in the two 
pamphlets: Checklist For Successful Retail Advertising , Small Marketers 
Aids, No. 96, and Measuring the Results of Advertising , Small Marketers 
Aids, No. 121. A copy of each may be obtained free from the district 
offices of the Small Business Administration, U. S. Government. 

Insurance Needs 

An excellent project for students is to have them become familiar with 
the many different risks that a business may have, and to learn what type 

of insurance may be purchased to cover the various risks. 
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The conwittee of students can be assigned a project of making a re- 
port on the various insurance coverages under these general headings: (1) 
coverages' that are essential for most businesses; (2) coverages that are 
desirable for many firms, but not absolutely necessary; and (3) coverages 
for employee benefits. 

A helpful booklet for the committee to use is Insurance C hecklist For 
Small Business , Small Marketers Aids, No. 148. A single copy is available 
free from the district offices of the Small Business Administration, U.S. 
Government. 

In the class discussion that follows the report, students may suggest 
other risks that a business may have such as sudden style changes and 
increased competition. 

Management of Cash 

This project is to make the students aware of the importance of 
efficient management of cash to a business. Sound management of a business 
includes the efficient management of cash. Small businesses, as well as 
large businesses, are almost continually faced with cash problems - not 
having sufficient cash to pay liabilities when they corot due. 

In this project, a committee may be assigned to make a report on how 
businesses obtain the cash needed to meet their obligations. The report 
should include such items as credit standing, a cash budget and its use, 
situations causing need for borrowing, kinds of lending institutions, 
types of loans available, and the various collateral that may be used for 
loans. 

Since most business owners consider their cash problems as secret, it 
is likely that a student would not be able to obtain much information of 
this type by a personal interview with owners of businesses. However, the 
manager of a local bank might be interviewed to learn what types of loans 
his bank has available for businesses. The committee could base its report 
on information found in textbooks and in the following pamphlets: 
Sound Cash Management and Boirrowing , Small Marketer's Aids, No. 147; Is 
Your Cash Supply Adequate? , Management Aids, No. 174; The ABC'S of 
Borrowing , Management Aids No. 170. Single copies are available without 
cost from the district offices of the Small Business Administration, U.S. 
Government. 



MANUFACTURING MANAGEMENT 
Locating a Small Manufacturing Plant 

Although many manufacturing plants are small, the selection of a 
place to locate or relocate the plant is important to its success. 

The purpose of this project, which could be assigned to a student. 
Is to prepare a report which indicates some factors that should be con- 
sidered in selecting the site for the plant. 
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The student should find 1t helpful to read the information contained 
in the pamphlet, Locating or Relocating Your Business , Management Aids, 
No. 201, which is avail able without charge from the district offices of 
the Small Business Administration, U.S. Government. The pamphlet contains 
a "Rating Sheet on Sites." If possible, the student can interview the 
owner or manager of a small manufacturing plant in the comnunity and 
find out why the plant was located on its particular site. The student can 
give his report orally to the class so that all may benefit from it. 

Manufacturing Plant Layout 

Most students are somewhat familiar with the layout of retail stores, 
because they have visited them frequently. However, it is probable that 
most students have not been in the interior of a manufacturing plant. 

A desirable project would be that of having a student or a small 
committee of students visit a plant and then make a report to the entire 
class. A rough sketch of the plant layout showing how the raw materials 
enter the plant, move through the manufacturing process, and leave for 
shipment to the customer could be placed on the chalkboard and explained. 

A visit to a small plant such as an ice cream plant, a bakery, a 
dairy, or a commercial laundry would be easier to report on than a visit 
to a large manufacturing plant. 

Another student might give a report on the information found in the 
pamphlet. Principles of Plant Layout for Small Plants , Technical Aids, 
No. 42, which is available without cost from the district offices of the 
Small Business Administration, U. S. Government. 



MARKETING MANAGEMENT 

Channels of Distribution 

This project is designed to show that not all goods reach the consumer 
by the same channel of distribution. 

Each member of a committee can be assigned to -isit one of the follow- 
ing: a furniture store, a gasoline service station, a women's dress shop, 
and a small grocery store. The manager or owner of the small business can 
be asked from what sources (direct from the manufacturer or producer, 
from a broker, from a wholesaler, etc.) he obtains the merchandise and 
why the merchandise comes from that particular source rather than from 
other sources. 

Each member of the committee can make a report to the entire class. 
The Suburban Shopping Center 

Suburban shopping centers generally referred to as plazas or malls 
have becnrie important outlets for many types of merchandise and services. 
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The ideal way for students to learn about shopping centers is to tour one 
in the company of an executive of the center. This tour can be arranged 
by the teacher or by a comnittee of students. The students may prepare a 
list of questions to ask this executive. The questions should bring out 
these points: 

• Factors which influenced the selection of the site 

• How plazas differ from malls 

• Types of businesses attracted to this site 

• Leasing policies 

• Competition with other centers 

• Rate of store failure and reasons for failure, and/or rate of 
change of tenants in the center 

• Parking facilities 

• Reasons for the phenomenal success of shopping centers 

• Financial pitfalls of shopping centers 

A report of the visit should be discussed by the entire class. 

Store Management and Layout 

A procedure that may be used to give practical experience in store 
arrangement and layout is to plan committee visits to selected local 
department stores. Students are instructed to sketch the general layout 
of the store and to analyze reasons for the layout. If possible, the 
committee may consult with the store manager preparatory to the visit, 
explaining the objectives in mind and soliciting his advice and counsel 
with regard to good store arrangement and layout. It is likely that the 
manager will conduct a tour of the store on the day of the scheduled visit 
in order to point out the careful planning that is characteristic of any 
well -arranged store. 

The sketch should include the store entrance(s) and any elevator or 
escalator. It should indicate the type of merchandise located in the 
different parts of the store. The location of cash registers or the check 
out station should be included. 

As each committee presents its report, a member of the committee 
should make a rough drawing of the sketch on the chalkboard. 

Advertising Analyses 

This project involves the study and analysis of advertisements as 
found in principal advertising media. Advertisements may be collected 
from magazines and newspapers and analyze'i for: 
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• The appeal used by the advertiser 

• Techniques used to get customer action 

• Probable audience reached 

• Effectiveness of the advertising layout (illustrations used, type 
used, balance, color, etc.) 

• Use of brand names, trademarks, slogans, illustrations, etc. 

Similarly, student committees can be assigned the task of listening 
to selected radio and television programs in order to analyze the appeal 
used by the advertiser. 

Study of Transportation Media 

The purpose of this project is to acquaint students with the principal 
carriers of goods available in the local community or area. Obviously, 
the choice of a carrier depends upon the nature of the shipment, speed 
and delivery services desired, costs involved, etc. 

Several representative items of different weight, size, content, 
destination, and conditions of delivery should be used as the basis for 
committee investigations. Student committees should then visit local 
carriers, obtain data as to services and rates, and be able to recommend 
the preferred method of shipment for each of the representative shipments. 

If possible, investigate the following modes of transportation: 

• Railroad freight 

• Express by truck 

• Parcel post 

• Railway express 

• Air express 

• Bus parcel service 

• Others, such as pipelines and waterways (in certain parts of the 
state) 

Delivery Services 

Because of the nature of some retail and service businesses, they must 
furnish delivery service because their competitors provide delivery 
service. 

This project is to determine what types of delivery service are being 
used by different types of businesses in the community. Students can be 
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assigned to visit several different types of businesses and inquire into 
what type of delivery service (own delivery truck, contract with a private 
trucking company, parcel post, express, etc.) is used, why that particular 
type Is used, if a special charge fo^ delivery is made to customers, and 
how frequently delivery service is made. 

The reports of the students, coupled with information given in the 
pamphlet Can You Afford Delivery Service? , Small Marketers Aids, No. 133, 
Small Business Administration, U.S. Government; should provide the basis 
for an interesting and informative class discussion. 



EDUCATIONAL AND VOCATIONAL GUIDANCE 

The Business Organisation and Management course abounds in opportunities 
for presenting educational and vocational guidance information. From a 
study of business management, the student should obtain a much clearer c(»n- 
cept of the structure of business and industrial enterprise, and should 
become familiar with the nature of various occupations. He should become 
acquainted with employment opportunities in business and training required 
for various jobs in these fields. 

Exploration of Collegiate Schools of Business Administration 

Business Organisation and Management may also help s^ -dents gain a 
more complete picture of the range of OF.-.Drtunities available to them 
through the completion of a college course in business administration. 
Select students to investigate the resources of the high school guidance 
department and library and to write to various nearby colleges of business 
administration for entrance information. Perhaps some students will be 
able to visit the college admissions office. Form a student committee 
to investigate several areas in which college majors in buisness adminis- 
tration may specialize, and bring out the employment possibilities of each. 

Arrange for a field trip to department stores and manufacturing plants. 
Make sure that your guide points out the supervisory and management positions 
and the education experience and training required for those positions. 

Exploration of Teaching as a Career 

Students interested in a teaching career should bz encouraged to 
Investigate opportunities i»nd preparation in this profession. The business 
teacher is well qualififid to provide guidance in this area in cooperation 
with guidance personn*?!. Visiting teacher-training institutions, writing 
for catalogs, and obtaining all available information should be encouraged. 

Employment Agencies 

When dealing with the subject of obtaining employment, students 
should become familiar with the services of government and private 
employment agencies. 
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. Have a student visit the local office of the New York State Employ- 
ment Service to find out the types of jobs open to students upon 
graduation, the availability of part-time employment, and prior 
training required for various jobs. The report to the class shoul ' 
include the location of the New York State Employment Office and 
the name of the person to be contacted. 

• Have another student visit a private employment agency and obtain 
similar information from this firm. 

• Discuss the advantages and disadvantages of each type of agency 
concerning cost, type of job openings, service rendered, and other 
i terns . 

Employment Recommendations 

Have students write to at least three persons they would give as 
references in making an application for an advertized job o d obtain per- 
mission to use each as a reference. 

Ask the student to summarize in writing the remarks he would make when 
calling by telephone. 

Secondly, assume that the advertisement suggests that the applicant 
apply in person without an appointmtnt. Ask the student how he would 
conduct himself from the time he enters the office of the business tor 
the interview until he leaves. 

Job Qualifications 

One of the purposes of the business management course should be to 
acquaint students with job opportunities and qualifications (both beginning 
and advanced) i*i the business field. Students should use this project as 
an opportunity to review the literature relating to job opportunities and 
qualifications that is available in the school library, conmunlty library, 
and guidance offices. 

Students should be interested In the training, education, experience, 
and miscellaneous qualifications for entering jobs, for jobs possiL;:y 
to be held within 5 years, and for those jobs that conceivably might 
not be held before 10 or more years. Students must also be encouraged to 
seek the better job openings for which they are qualified and in which 
they are primarily Interested. 

Several factors which bear upon job selection and qualifications 
should be studied as a part of this project: 

• The mobility of labor and the need ^or broad job information and 
goals 

• The small versus the large business organization in terms of job 
qualifications and promotional potential 
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• The effect of geographical location upon job qualifications end 
availability 

• The personality characteristics of the individual in relation to 
Job selection 

Oob opportunities which require post high school training 

• The desire for post high school formal training or on-the-job 
training 

Application Blanks 

The teacher should duplicate a quantity of job application blanks 
similar to those used by local businesses. Have several of these forms 
filled out by the class. Discuss the information on the various forms. 
Have the students make all necessary corrections. 

Have the students fill in a local job application blank and such forms 
as are used by the New York State Employment Service or private employment 
agencies. 

Employment Tests 

The teacher can duplicate questions on basic English and arithmetic 
to acquaint students with the types of questions on employment tests. 
These questions will also serve to point out student deficiencies in 
these areas. The teacher can elaborate on the content of the employment 
test. 

Have the New York State Employment Service administer tests to the 
class. 

Our Changing Labor Force 

This library research project, to be carried on by selected class 
members, involves the sti'^y of our changing labor force. The United 
States Department of Labor and The New York State Department of Labor 
publications will serve as principal sources of information with regard 
to the changing makeup of our labor force. The research should involve 
such data as the following: 

• The ^jrincipal fields of employment 

a. In the State 

b. In the Nation 

• Analysis of our labor force as to ago group 

• Changing educational requirements 

• The role of women in our labor forces 
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Letters of Application and Personal Data Sheets 

Since many 12th grade students who take business management will be 
seeking employment Immediately following graduation, students should have 
practice In preparing letters of application and personal data sheets. 

The teacher can clip "help wanted" rotices from local newspapers 
which will be used by class members for wn'ting letters of application. 
Or the teacher himself may prefer to prepare an original "help wanted" 
notice for which the class can write application letters. 

The standards for finished letters should be high. If necessary, 
the application letter should be checked and rewritten several times to 
conform to the most exacting business standards. 

Added Interest Is created when (1) a panel of students selects the 
most appealing application letter, using a checklist to determine the 
reasons for selecting It, or (2) a personnel manager or businessman Is 
asked to select the winning letter and to point out to students the speci- 
fic reasons for his choice. 

Before leaving the course, each student should have In his possession 
a permal data folder which Includes a typed data sheet containing a 
summary of personal Information: education, extracurricular activities, 
experience, references, and, whenever possible, work samples. These 
personal data sheets can be typewritten either in school or at home by 
those students who know how to type, or typing the data sheets can be made 
a project for the typewriting classes. If the personal data folder is 
to contain samples of work, the entire folder should be comoleted by the 
student concerned. After the personal data sheets are in final form, 
copies should be prepared for the student and the teacher, and possibly 
one to be filed in the student's folder in the guidance office. 

Choosing a Vocation 

Have students list in order of preference the type of work they 
believe they would like to do after graduation. Ask each student to in- 
vestigate the training or educational requirements for the job he has 
selected. Have each student then list the additional training needed 
for the job of his choice, and indicate how and where this additional 
training might be acquired. 

Assuming that the student has the necessary training for the job, how 
does he go about obtaining the job? 

Suggested materials are listed in Chapter 6. 

Answering Classified Advertisements 

Ask each student to clip a "help wanted" advertisement from a local 
newspaper for a job in which he would be interested. First, assume that 
the advertisement suggests that the applicant phone for an appointment. 
Then, have the student role-play following through. 
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Before Starting A Business 



Because persons start a business of their own without a careful con- 
sideration of the many factors involved, their businesses often are not 
successful . 

This project is designed to have the students made a\yare of the large 
number of things to cons-'der before reaching a decision to start a business 
of their own. Have a student or a comittee make a list of the items that 
should be considered. The report can be presented to the entire class for 
discussion on why each item is important. The class may suggest additional 
items to those presented in the report. 

A source ot information about a large number of items to be con- 
sidered before starting a business can be found in two booklets - Checklist 
for Going Into Business . Small Marketers Aids, No. 71, and Personal Qual- 
ities Needed to Manage a Store . SmiU Marketers Aids, No. 145^ They are 
available free from the district office of the Small Business Administra- 
tion, U. S. Government. 

Owning Your Own Business 

New York State offers many fundamental economic advantages for new 
businesses and/or the expansion of existing ones. But going into business 
on one'*" -jwn or with a business partner must be carefully planned. The 
success of most businesses is largely dependent upon the knowledge, 
intelligence, and preplanning that is used in setting up or expanding the 
business. 

The teacher should provide a student conmlttee with several copies 
of Starting and Managing a Small Business of Your Own (35^) and Handbook 
of Small Business Finance (45^), available from the Superi ntendent of 
Documents, Government Printing Office, Washington, D. C. 20402. It should 
be the responsibility of the committee to assign to class members the 
reading of the various chapters 1n the booklets. Perhaps two or three 
students can be made responsible for reading and reporting on the content 
of one particular chapter. 

From this project the following questions should be answered. 

• How does one determine the adequacy of his capital for starting 
a new business? 

• What are the principal causes of business failure? 

• Where can a man obtain additional capital for his business? 

• What factors should influence the choice of a business location? 

• What information should a businessman be able to obtain -eadily from 
his business records? From the financial statements?- 

• What government regulations might affect his business? 
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other booklets which can be utilized and are also available from the 
Superintendent of Documents are as follows: 

Starting and Managing a Service Station (45^) 

Starting and Managing a Small Bookkeeping Service (35(t) 

Starting and Managing a Small Building Business (50^) 

Starting and Managing a Small Motel (40^ 

Starting and Managing a Small Restaurant (65^) 

Starting and Managing a Small Retail Music Store (55^) 

Business News 

A project that lends itself to critical analysis, the drawing of 
conclusions, and prognostication by students is the reporting of current 
business news. Most of the topics in business management can be followed 
in nev;spapers and business magazines for changes, revisions, interpreta- 
tions, and trends. 

Two methods of group participation suggest themselves: the first method 
is to have a small group of students follow a definite kind of news for 
the entire course; the second method is to t.elect a new group each week or 
two to follow an item of current or major Interest. In deciding on which 
method to follow, the teacher should remember there is an ebb and flow 
during the year of certain kinds O"! business news. 

The first method develops a continuous interest in particular news 
for a student, and better-quality reporting might be expected. The 
second offars variety to the student with the chance of reporting on 
different kinds of business news during the year. 

The selection of current periodicals for reference shou''d be based 
on the type of topics to be considered in the projects. Some depth to 
the news is desirable. A list o^ cui t periodicals appears in the biblio- 
graphy of this syllabus, and selected les should always be accessible 
to students during the schoolday. A I liography cf articles jnder five 
years old should also be maintained by ..ne teacher a.* references available 
to students. Fortune^ Business Week, U.S. News and Wcvld Hepovt magazines 
should be particularly noted in this regard because of their many out- 
standing reports. 

Where possible, the student should be given an opportunity to read 
in an area in which he is particularly interested. If the first method 
of following a news topic for the entire semester is followed, the full 
list of topics should be submitted to the students for choice. 
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CHAPTER 6 



SUGGESTIONS FOR ThI 
MANAGEMENT LIBRARY 



The study of business management encompasses a broad and varied com- 
plex of subject matter. Many of the areas of subject matter are in 
themselves highly specialized fields of interest. The teacher of business 
managemfi'^t must, therefore, have at his disposal a well-rounded classroom 
library. 

This section of the syllabus will provide a cross section of 
reference materials that have been found to be useful. Some of these 
reference materials are suggested primarily for teacher use; others are 
suited to both student and teacher use. 



GENERAL REFERENCE 
Texts 

Col berg, Marshall R. and others. Business economics; principles and 
cases. 4th ed. Irwin. 1970. 

Crebbe, Ernest H. and others. General business. 10th ed. South- 
Western. 1971. 

Dodd, J. Harvey and others. A pplied economics. 7th ed. South-Western. 
1967. 

Drucker, Peter. Managing for re f jlts. Harper and Row. 1964. 

Etzioni, A. The acting society. Free Press. 1968. 

Gentry, D. L. and Taff, C. A. Elements of business enterprise. 3d ed. 
Ronald Press. 1971. 

Kobayashi, Shigeru. Creative management. American Management Association. 
1971. 

Moore, Russell F. AMA management handbook. American Management 
Associati >n. 1970. 

Petit, Thomas, Freedom in the American economy. Irwin. 1964. 

Reed, Clinton A., Concver, Hobart and others. Introduction to business. 
1963 ed. Allyn and Bacon. 1963. 
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Shi It, B. A. and others. Business principles and management. 5th ed. 
South-western. 1967. 

Torme, H. A. and others. Business principles, organization and 
m anagement. 2d ed. Gre g Division, McGraw-Hill Book Company. 
T967. 

Voich, D., Jr. and Wren, D. A. Principles of management - resources 
and systems. Ronald Press. 1968. 

U. S. Office of Education. Supervisory and administrative management 
occupations. U. S. Department of Health, Education and Welfare. 
1969. 

Paperbacks 

Buckingham, Walter. Automation: its impact on business and people 
(MY 1061). New American Library. 1961. 

Drucker, Peter F. Th e concept of the corporation (MW 1037). New 
American Library'. 1964. 

Flory, Charles D., Ed. Managers for tomorrow (MY 985). New American 
Library. 1967. 

Goldwin, Robert A. and Nelson, Charles A. Toward the liberally educated 
executive (MQ 986). New American Library. 1960. 

Veblen, Thorstein. The theory of business enterprise (MQ 844). New 
American Library. 

Pamphlets and Booklets 

Chamber of Commerce of the United States, 1615 H Street, N.W., Washington, 
D. C. 20006 
Publications list. 

Committee on Economic Development, 711 Fifth Avenue, New York, NY ''0022. 
Committee for Economic Development publications. 

Conference Board (The), 845 Third Avenue, New York, NY 10022. 
Road maps of industry (maps). 

Macmillan Company, Front and Brown Streets, Riverside, NJ 08705. 
American Management Association bookshelf catalog. 

tJational Association of Manufacturers, 277 Park Avenue, Ne.^ York, 
NY 10017. 

Wages and prices in an industrial economy. 

New York World-Telegram Corporation, 125 Barclay Street, New York, 
NY 10015. 
World Almanac. 
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state of New York, Deparcment of Conmerce, 112 State Street, Albany, 
NY 12207. 

Business fact books. 
Periodical Literature 



Administrative Management 
Geyer-McAlllster Publications 
212 Fifth Avenue 
New York, NY 10010 

The Balance Sheet 
South-Western Publishing Company 
512 North Avenue 
New Rochelle, NY 10802 

Business Management 
Management Magazines, Inc. 
22 West Putnam Avenue 
Greenwich, Conn. 06830 

Business Trends 
New York State 
Department of Cornnerce 
112 State Street 
Albany, NY 12207 

Business Kfeek 
McGraw-Hill Book Company 
330 West 42d Street 
New York, NY 10036 

Changing Times 
The Kiplinger Magazine 
1729 H Street, N.W. 
Washington, D. C. 20006 

Consumer Bulletin 
Consumer's Research, Inc. 
Washington, NJ 0/882 



Consumer Reports 
Consumers Union of U. S., 
256 Washington Street 
Mt. Vernon, NY 10550 

Dun's Review 
Circulation Department 
P.O. Box 3088 
Grand Central Station 
New York, NY 10017 

Financial World 
17 Battery Place 
New York, NY 1Q004 



Inc. 



Forbes Magazine 
70 Fifth Avenue 
New York, NY 10011 

Fortune 

540 North Michigan Avenue 
Chicago, IL 60611 

Harvard Business Review 

Subscription Service Department 

Harvard Business Review 

108 Turin Street 

Des Moines, Iowa 5G3C5 

Industrial and Labor Relations Review 
New York State School of Industrial 

and Labor Relations 
Cornell University 
Ithaca, NY 14850 

Management Record 

National Industrial Conference Board 
460 Park Avenue 
New York, NY 10022 

Management Review 

American Management Association 

135 West 50th Street 

New York, NY 10j20 

Nation's Business 

Chamber of Commerce of the United 

States 
1615 H Street, N.W. 
Washington, D. C. 20006 

St'lection of United States Government 

Publications 
Superintendent of Documents 
Washington, D. C. 20402 
(Semi-monthly) 

Wall Street Journal 
30 Broad Street 
New York, NY 10004 
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INTRODUCTION 
Texts 

Appley, Lawrence A. The management evolution. American Management 
Association. 19ST; 

Baughman, James (Ed.). The history of American management, r'rentlce- 
Hall. 1969. 

Beard, Miriam. A history of business . Volume II. The University of 
Michigan Press. 1965. 

Chandler, Alfred D., Jr. Giant enterprise . Harcourt, Brace and World, 
Inc. 1964. 

Cochran, Thomas C. Basic history of American business . 2d ed. 
Van Nostrand. "1968. 

, History of manufacturers in the United States . 
McGraw-Hill Book Company . 

Dale, Ernest. The great organizer s. McGraw-Kill Book Company. 
1960. 

Drucker, Peter. The practice of management . Harper and Row. 1954. 

George, Claude S., Jr. The history of management thought . Prentice- 
Hall. 1968. 

Merrill, Harwood F. (Ed.). Classics 1n management . American Management 
Association. 1970. 

Sisk, Henry L. Principles of management . South-Western Publishing 
Company. 1969. 

Sloar, Alfred P- Jr. My years mth General Motors . Doubleday. 1964. 

Smith, Augustus H. Economics for our times . 3d ed. McGraw-Hill Book 
Company. 1966. 

Paperbacks 

Rodgers , Wi 1 1 i am. Think: a biography of the Watsons and IBM (W 4373) . 
New American Library. 1969. 

Pa mphlets and Booklets 

American Economic Foundation, 50 East 42d Street, New York, NY 10017. 
The true functio n of profit. 

Chamber of Conrnerue of the United States, 1615 H Street, N.W., 
Washington, D. C. 20006. 
Why the businessman? 23 pp. 
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Federal Reserve Bank of Philadelphia, 925 Chestnut Street, Philadelphia, 
PA 19101. 

The myst ery of ecvno mic gr owth. 

Joint Council on Economic Education, 212 Avenue of the Americas, New 
York, 10036. 

Bibliograp>>y of free and inexpensive materials for c-Oiiomic education. 

National Industrial Conference Board, 460 Park Avenue, New York, New 
York 10022. 

National Industrial Conference Board educational catalog. 



ORGANIZATION OF BUSINESS 
Texts 

Bennet, C. L. Defining the manager's job: the AMA manual of position 
descriptions. American Management Association. 1958. 

Broom, H. N. and Longenecker, J. G. 3mall business management. 2d ed. 
South -Western. 1966. 

. C orporate organizational structures. National Industrial 

Conference Board! 1964. 

Dale, Ernest. Planning and developing the company organization structure. 
American Management Association. 1952. 

Et-'ioni.A. Modern organizations. Prentice-Hall. 1964. 

. A comparative analysis of complex organizations; on 

power, involvement, and their correlates. Free Press. 1951. 

McGregor, Douglas. The professional manager. McGraw-Hill 3ook 
Company. 1967. 

Merrill, H. F. Classics in management. American Management Association. 
Rev. ed. WW. 

Mussel man, V. A. and Hughes, E. H. Introduction to modern business: 
analysis and interoretation. 4th ed. Prentice-Hall, 1964. 

Petersen, Elmore and others. Business organization and management. 
5th ed. Irwin. 1962. — " 

Terry, George. Principles of management. 5th ed. Irwin. 1968. 

White, Kirk. Understanding the company organization chart. American 
Management Association. 1963. 

Wol r, Wil liam. Man agement: readings toward a general theory. Wadsworth. 
1964. 
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Pamphlets and Booklets 

Chanter of Coirmerce of the United States, 1615 H Street, N.W., 
Washington, 0. C. 20006 

A congressional c onmittfie speaks out on the National Labor 
Relation*; Board 

National Cash Register Company, Dayton, Ohio. 45409. 
Management aids. 

Departmen tiling for greater profit . 

New York State Department of Commerce, 112 State Street, Albany, 
NY 12207. 
Your business. 

Sr all Business Administration, Room 3930, Federal Plaza, New York, 
NY 10007. 

Steps in incorporating a business. 
Ch oosing the legal structure for your firm. 

Superintendent of Documents, Uovernment Printing Office, Washington, 
D. C. 20402. 

PL 62 Commerce business, patents, trademarks, and foreign trade. 



HUMAN RESOURCES 
Texts 

Argyris, Chris. Integrating the individual and the organization. 
John Wiley and Sons. 1964. 

. Personality and the organization. Harper and Row. 

Bethel and others. Industrial organization and management. 5th ed. 
McGraw-Hill. 1971. 

. Developing managerial competence; changing con cepts.. 

emerging practices. McGraw-Hi 11. 1 964 . 

Dowling, W. F. and Sayles, L. R. How managers n ov ivate: the impera- 
tives of .superv ision. Mc6raw-Hi 11. 1971. 

Ford, Robert N. Motivation through work itself . American Management 
Association. 1969. 

Fromm, Ric. Escape from freedom. Holt, Rinehart and Winston. 1941. 

Gellerman* S. W. Motivation and p rv oductivity. American Management 
Association. 1963. 
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Harrell, Thomas. Managers' performance and personality. South -Western. 



Hertzberg, Frederick. Work and the nature of man. World Publishing 
Company. 1966. 

Hertzberg, Frederick and others. The motivation to work. John 
Wiley and Sons. 1959. 

Jennings, Eugene E. The executive in crisis. Division of Research, 
Bureau of Business end Economic Research, Michigan State 
University. 1965. 

Karus. H. W. and Gilmer, B. V. Readings in industrial and business 
psychology. 2d ed. McGraw-Hill. 1962. 

Kirkpatrick, Donald L. Supervisory: training and development. American 
Society for Training and Development. 1971. 

Koontz, Harold. Appraising managers as managers. McGraw-Hill. 1971. 

McClelland, David. The achieving society. D. Van Nostrand. 1961. 

McGregor, D. The human side of enterprise. McGraw-Hill. 1960. 

McQuaig, Jack. How to pick men. Frederick Fell. 1963. 

Maslow, A. H. Motivation and personality. Harper and Row. 1954. 

. Toward a psychology of being. D. Van Nostrand. 1961. 

Mayo, Elton. The human problems of an industrial civilization. 
Macmillan. 1946. 

Myers, M. Scott. Every employee a manager. McGraw-Hill. 1970. 

Nadler. Leonard. Developing human resources. American Society for 
Training and Development. 1971. 

Patton, J. S. and Littlefield, C. L. Job evaluation: text and cases. 
Richard D. Irwin, Inc. 1957. 

Rogers, Carl R. On becoming a person: a therapist's view of 
psychotherapy. Houghton Mifflin. 1961. 

Sayles, Leonard R. Individualizing and big business. McGraw-Hill. 
1963. 

Schultz, D. P. (Ed.). Psychology and industry. Macmillan. 1970. 

Selekman, B. M. and others. Problems in labor relations. 3d ed, 
McGraw-Hill. 1964. 
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Shostak, Arthur and Gooiberg, William. Blue-collar world. Studies 
of the American worker. Prentice-Hall . 1964. 

Tiffin, J. and McCormick, E. J. Industrial psychology. 5th ed. 
Prentice-Hal K 1965. 

Vroom, V. H. Work and motivation. John Wiley and Sons. 1964. 

Whyte, William H. The organization man. Simon and Schuster. 1956. 

Paperbacks 

Peter, L. J., and Hull, R. The peter principle. Bantam. 1970. 
Pamphlets an • ".ooklets 

AFL-CIO Department of Publications, 815 16th Street, N.W., Washington, 
D. C. 20006 

Labor looks at automation. 
Why unions? 

Collective bargaining: democracy on the job. 

American Economic Foundation (The), 51 East 42d Street, New York, 
NY 10017. 

The indispensable man. 

Chamber of Commerce of the United States, 1615 H Street, N.W. , 
Washington, D. C. 20006. 
Economics of the shorter work week. 28 pp. 
The emerging labor force. 

Institute of Labor and Industrial Relations, University of Illinois, 
504 East Armory Avenue, Champaign, IL 61820. 
The scope of bargaining in local government labor negotiations. 
Crosscurrents in workers participation. 

Contingency model of leadership effectiveness; antecedent and 
evidential results. 

National Association of Manufacturers, 277 Park Avenue, New York, 
NY 10017. 

What's wrong with work? 64 pp. 

Individual freedom in the non-union plant. 205 pp. 

Employees are individuals. 23 pp. 

Settling complaints in the non-unionized operation. 23 pp. 

Effectively employing the hard-core. 30 pp. 

Communications for higher productivity. 20 pp. 

Emergency strikes, union power, and the public interest. 8 pp. 

Labor/Management relations in the 1970 's. 32 pp. 

What is pushing up prices and holding bTck progress? 15 pp. 

Progress through labor law reform. 13 pp. 

To work is human. 306 do. 

How do people grow in a business or^nization? 14 pp. 
Wages and prices in an industrial economy. 
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New York State, Department of Labor, Division of Employment, 
370 Seventh Avenue, New York, NY 10001. 
Handbook for er.ipl overs. 

New York State unemployment insurance information for claimants. 

New York State, Department of Taxation and Finance, State Campus 
Albany, NY 12226. 

State of New York employer instruc tions - tables and methods ( IT- 2 1 00 ) . 

New York State and loral tax systems. 

Local Office of the Department of T axation and F inance. 

New York State, Workmen's Compensation Board, 1949 N. Broadway, Albany, 
NY 12224. 

Disability benefits, questions and answers about disability 

benefits to employees. 
WhaT every worker should know about workmen's compensation. 

New York State School of Industrial and Labor Relations, Cornell 
University, Ithaca, NY 14850. 

An annotated bibliography on education and training in organizations: 
training and education for manpower development. 

Superintendent of Documents, U. S. Government Printing Office, 
Washington, D. C. 20402. 
Staff development, the supervisor's job. 

United States Treasury Department. (Contact local district office of the 
Internal Revenue Service.) 
Employer's tax guide, circular E. 



FINANCIAL MANAGEMENT 
Texts 

Beckman, T. N. and Foster, R. S. Business finance handbook. Prentice- 
Hall. 

Commission on Money and Credit. Money and credit: their influence on • 
jobs, prices, and growth. Prentice-Hall. i961. 

. The savings and loan business: its purposes » 

f uncti onsT~and economi c j us ti f i cati on . Prentice-Hall. 1962. 

Fisher, P. A. Common stocks and uncommon profits. Harper and Row. 
1960. 

Graham, Benjamin. The intelligent investor. 3rd ed. Harper and Row. 
1965. 

Kent, Raymond. Corporate finance management. 3rd ed. Irwin. 1969. 
Lazere, M. R., Ea. Commercial financing. Ronald Press. 1968. 
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Studenski* Paul and Kross, H. E. Financial history of the United 
States. 2d ed. McGraw-Hill. 1963. 

Van Arsdell , P. M. Corporation finance -- policy, planning, administratio n. 
Ronald Press. 1968. 

Paperbacks 

Myer, John. Understanding financial statements (MY 1033). New American 
Library. 1968. 

Pamphlets and Booklets 

American Banker's Association, 90 Park Avenue, New York, NY 10016. 
List of materials on money and banking for elementary and 
secondary schools." 

Better Business Bureau, Education Division, 723 Chrysler Building, 
New York, NY 
Borrowing. 
Budgeting. 

Barron's National Business and Financial Weekly, 40 New Street, 
New York, NY 10004. 
10 rules for in vestors. 

Better Business Bureau of Metropolitan New York, 220 Church Street, 
New York. NY 10013. 
Facts you should know about borrowing. 
Facts you should know about Investment banking. 

Commercial Credit Company, 300 St. Paul Place, Baltimore, Maryland 21202. 
Using installment credit. 

The Conference Board, 845 Third Avenue, Naw York, NY 10022. 
Conference board reports. 

Credit Union National Association, lei? Sherman Avenue, Madison, 
Wisconsin 53701. 

Credit unions: what they are, how to join, and how to start one. 
International credit union yearbook. 

Dow Jones and Company, Inc., P.O. Box 300, Princeton, New Jersey 08540. 
List of free materials for teachers. 

Dun and Bradstreet, Inc., Box 803, Church Street Station, New York, NY 10008. 
How to control accounts receivable for greater profits. 
Growth in Importance of the credit function. 
Pitfalls in managing a small business 
Key business ratios in 125 lines. 
Cost of doing business - corporations. 
" Cost of doing business - partnerships and proprietorships. 
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Economic Press, Inc., 270 Pleasant Valley Way, West Orange, NJ 07052. 
Before you borrow. 

Federal Reserve Bank of New York, Federal Reserve P.O. Station, 
New York, NY 10045 
A list of free publications. 

Federal Reserve Bank of Philadelphia, 925 Chestnut Street, Philadelphia, 
PA 19101. 

Publications of the federal reserve bank of Philadelphia. 

Investment Company Institute, 61 Broadway, New York, NY 10016. 
Investing made easy. 

Joint Council on Economic Education, 212 Avenue of the Americas, 
New York, NY 10036. 
Checklist. 

Merrill, Lynch, Pierce, Fenner, and Smith, 70 Pine Street, New York, 
NY 10005. 

Catalog of booklets and pamphlets. 

National Association of Manufacturers, 277 Park Avenue, New York, NY 10017. 
Capital and economic growth. 

National Foundation for Consurrer Credit, 1411 K Street, N.W., 
Washington, D. C. 20005. 
Using our credit intelligently. 
Publication list. 

New York State Bar Association, 1 Elk Street, Albany, NY 12207. 
Buying and selling ref.l estate. 

New York Stock Exchange, School and College Relations Department, 
Wall Street, New York, NY 
Kit: portfolio of teaching aids. 

Pacific Coast Stock Exchange, 301 Pine Street, San Francisco, CA 94104. 
Let's look at stocks and bonds. 
The story of Pacific Coast Stock Exchange. 

Small Business Administration, Room 3930, Federal Plaza, New York 
NY 10007. 

Financing; short and long term needs. 
Financial audits; a tool for better management. 

Wall Street Journal, Educational Service Bureau, 44 Broad Street, 
New York, NY 10004. 

List of free materials available to professors. 
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Periodical Literature 



Business/Finance Section 
New York Times 
229 West 43d Street 
New York, NY 10036 

Finance Facts 

National Consumer Finance Association 
Educational Service Division 
1000 6th Street, N.W. 
Washington, D. C. 20036 

Wall Street Journal 
44 Broad Street 
New York, NY 10004 



MANUFACTURING FUNCTIONS 
Texts 

Carroll, Philip. Practical production and inventory control. McGraw- 
Hill. 1966. 

Grant, E. L. and Ireson, W. 6. Principles of engineering econoiny. 
5th ed. Ronald Press. 1970. 

Levin, R. I. and Kirkpatrick, C. C. Management planning and control 
with PLRT-CPM. McGraw-Hi 1 1 . ^9W. 

Mayer, Raymond P. Production management. McGraw-Hill. 1962. 

Moore. H. D. and Kibbey, D. B. Manufacturing materials and processes. 
Richard D. Irwin, Inc. 1965. 

Moore, Franklin G. Manufacturing management. 3rd ed. Irwin. 1961. 

Owens, Richard N. Management of industrial enterprise s. 4th ed. 
Irwin. 1961. 

Timms, Howard L. The production function in business. Irwin. 1962. 
Pamphlets and Booklets 

Chamber of Commerce of the United States, 1615 H Street, N.W., 
Washington, D. C. 20006. 
Getting and holding good employers. 26 pp. 

Federal Reserve Bank of Philadelphia, Philadelphia, PA 19101. 
Automation. 
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National Association of Manufacturers, 277 Park Avenue New York, 
NY 10017. 

Publications on industrial relations. 

State of New York, Department of Commerce, 112 State Street, Albany, 
NY 12207. 

Business fact book* Part K business and manufacturing. 
1971-72 ed. 



MARKET MANAGEMENT 
Texts 

Alexander, Ralph. Dynamic management in marketing. Irwin. 1965. 

Aspley, J. C. and Riso, Ovid, Ed^ The sales manager's handbook. 11th ed. 
Dartnell. 1968. 

Beckman, Theodore and Davidson, William. Marketing. 8th ed. Ronald 
Press. 1967. 

Boyd, H. W. and Westfall, R. Marketing research: text and cases. Rev. 
ed. Irwin. 1964. 

Committee on Marketing. Principles of marketing. Pitman. 1961. 

Davis, E. J. Experimental marketing. American Management Association. 
1971. 

. Decision-making in retailing and marketing . Fa i r ch i 1 d . 

Dirksen, Charles J. and others. Readings in marketing. Irwin. 1963. 

Furst, Sidney and Sherman, Milton. Business decisions that changed our 
lives. Random House. 1964. 

Harris, E. Edward. Marketing research. Gregg Division, McGraw-Hill. 
1969. 

Krieger, Murray. Decision-making in marketing. Fairchild. 1968. 

McCarthy, E. Jerome. Basic marketing: a managerial approach. Rev, ed. 
Irwin. 1964. 

Mahoney, Tom and Sloane, L. Great merchants. Harper. 1966. 

Phillips, C. and Duncan, D. Marketing: principles and methods. 5th ed. 
Irwin. 1964. 

Stanton, William 0. Fundamentals of marketing. 3d ed. McGraw-Hill. 
1971. 
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Taylor, Wei den and Shaw, Roy. Marketing: an integrated, analytical 
approach . 2d ed. South-Westem. 1969. 

Paperbacks 

Bursk, Edward C. and Chapman, John F., Ed. Modern marketing strategy, 
(MW 1032). New American Library. 1965. 

Pamphlets and Booklets 

Association of Better Business Bureaus, Education Division, /23 
Chrysler Building, New York, NY 10007. 
Advertising. 

National Cash Register Company, Dayton, OH 45409. 
Advertising for more sales. 
Salesmanship as an art. 
Selling goods through window displays. 

National Association of Food Chains, 1725 I Street, N.W., Washington, 
D. C. 20006. 

Progress in food distribution. 
Farmer-retailer marketing program. 

National Retail Merchants Association, 100 West 31st Street, New York, 
NY 10001 . 

Listing of educational materials. 



DECISION AND POLICY MAKING BY MANAGEMENT 
Texts 

Association for Systems Management. Management by objectives. The 
Association. 1971. 

Bernard, C. I. The functions of the executive. Harvard University 
Press. 1960. 

Bass, B. M. Leadership, psychology, and organizational behavior. 
Harper and Row. i960. 

Beckett, John A. Management dynamics: the new synthesis. McGraw-Hill. 
1971. 

Butler, W. F. and Kavish, R. A. How business economists forecast. 
Prentice-Hall. 1966. 

Coman, Edward T. Sources of business information. University of 
California Press. 1964. 

Cooper, Joseph D. The art of decision-making. Doubleday. 1961. 
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Drucker, Peter. The effective executive. Harper and Row. 1967. 

• Managing for results . Harper and Row. 1964. 

Elbing, Alvar 0. and Elbing, Carol J. The value issue of business. 
McGraw-Hill. 1967. 

Fox, William M. The management process. Irwin. 1963. 

Guest, R. H. Organizational change; the effect of successful 
leadership! Irwin-Dorsey. 1962. 

Hampton, David R., Ed. Modern management: iss ues and ideas. Dickerson. 
1969. ~' 

Hanson, Philip M. Government statistics for business use. 2d ed. 
Wiley. 195'' 

Hillsdale College Faculty. For those who must lead. Dartnell. 1966. 

Krauss, Leonard I. Computer-based management information systems. 
American Management Association. 1970. 

McConkey, Dale. How to manage by results. American Management Associa- 
tion. 1965. 

McKinley, P. H. and others. Forecasting business conditions. American 
Bankers Association. 1965. 

Odiorne, G. S. Management by objectives. Pitman. 1965. 

Parsons, Talcott and Shi Is. Edward, Eds. Toward a general theory of 
action. Harper and Row. 1962. 

Shelly, Maynard W., II, and Bryan, Glenn L. Human judgments and 
optimal ity. John Wiley and Sons. 1964. 

Whyte, W. H. Jr. The organization man. Simon and Schuster. 1956. 
Paperbacks 

Flory, Charles D., Ed. Managing through insight (MU 952). New American 
Library. 1969. 



EDUCATIONAL AND VOCATIONAL GUIDANCE 
Texts 

Dame, J. F. and Brinkman, A. R. Guidance in business education. 3d ed. 
South-Western. 1961. 
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Gardner, John W. Excellence . Harper and Row. 1961. 

Keily, Helen and Walters, R. C. How to find and apply for a job . 
2d ed. South-Western. 1960. 

Kelley, P. C. and Lawyer, Kenneth. How to organize and operate a small 
business . 3d ed. Prentice-Hall. 1961. 

King, Alice. Career opportunities for women in business . Dutton. 
1963. 

Laird, Donald and Laird, Eleanor. Practical business psychology . 
3d ed. Gregg. 1961 . 

Russon. Allen. Business behavior. 3d ed. South-Westem. 1964. 

Splaver, Sarah. Your career if you're not going to college. Messner. 
1971. 

U. S. Department of Labor. The dictionary of occupational titles. 

Wilinsky, Harriet. Careers and opportunities in retailing. Dutton. 
1970. 

Paperbacks 

Snelling, Robert 0., Sr. The opportunity explosion (Q 4698). New 
American Library. 1969. 

Pamphlets and Booklets 

American Bankers Association, 90 Park Avenue, New York, NY 10016. 
Banking, a career for today and tomorrow . 

American Institute of Certified Public Accountants, 666 Fifth Avenue, 
New York, NY 10019. 

A career as a certified public accountant. 

American Management Association, Inc., 135 West 50th Street, New 
York, NY 10020. 

List of sources of information on occupations. 
How to conduct business-industry-education day. 

Bureau of Business Education, The University of the State of New York, 
The State Education Department, 99 Washington Avenue, Albany, 
NY 12210. 

Suggested combination college preparatory-business education 
programs (Bulletin No. 150). 

Education Committee, Direct Mail Advertising Service, 230 Park Avenue, 
New York, NY 10017. 
Your career in direct mail advertising. 
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Institute of Life Insurance, 277 Park Avenue, New York, NY 10017. 
Careers in life Insurance. 

National Association of Food Chains, 1725 I Street, N.W., Washington, 
D. C. 20006. 
Looking for a career. 

National Business Education Association, 1201 Sixteenth Street, N.W., 
Washington, D. C. 20036. 
Careers in business. 

New York Life Insurance Company, 51 Madison Avenue, New York, NY 10010. 
Your .lob interview. 
(Career booklets aUo available). 

State of New York, Department of Labor, Division of Employment, 
Public Relations Office, State Office Building Campus, Albany, 
NY 12201. 

How to get and hold the right .job. 
High school seniorsT 

The high school senior's choice, school or .lob? 
Why young people fail to get and hold jobs. 
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SOURCES OF EDUCATIONAL MATERIALS 



Administrative Management Society 
Willow Grove, Pennsylvania 19090 

Allyn and Bacon, Inc. 
470 Atlantic Avenue 
Boston, Massachusetts 02110 

American Economic Foundation 

51 East 42d Street 

New York, New York 10017 

American Institute of Banking 
American Bankers Association 
90 Park Avenue 
New York, New York 10016 

American Management Association 
\135 West 50th Street 
New Yorkv New York 10020 

American Society for Training & 
Supervision 
P.O. Box 5307 
Madison, Wisconsin 53705 

Association for Systems Management 
24587 Bagley Road 
Cleveland, Ohio 44138 

Bantam Books, Inc. 

Sub. of Grosset and Dunlap, Inc. 

666 Fifth Avenue 

New York, New York 10019 

Dartnell Corporation 
4660 Ravenswood Avenue 
Chicago, Illinois 60640 

Dickenson Publishing Co., Inc. 
Div. of Wadsworth Publishers 
Be'mont, California 94002 

E. P. Outton and Co., Inc. 
201 Park Avenue South 
New York, New York 10003 

Educators Progress Service 
Box 497 

Randolph, Wisconsin 53955 



Fairchild Publications, Inc. 

Book Division 

7 East 12th Street 

New York, New York 10003 

J. G. Ferguson Publishing Co. 
6 North Michigan Avenue 
Chicago, Illinois 60602 

Frederick Fell, Inc. 
386 Park Avenue South 
New York, New York 10016 

Free Press 

Div. of Macmillan Company 

866 Third Avenue 

New York, New York 10022 

Gregg Division 
McGraw-Hill Book Company 
Hightstown, New Jersey 08520 

Harcourt Brace Jovanovich, Inc. 

757 Third Avenue 

New York, New York 10017 

Harper and Row Publishers 

49 East 33d Street 

New York, New York 10016 

Harvard University Press 

Kittridge Hall 

79 Garden Street 

Cambridge, Massachusetts 02138 

F.1 chard D. Irwin, Inc. 
■818 Ridge Road 
Homewood, Illinois 60430 

McGraw-Hill Book Company 

330 West 42d Street 

New York, New York 10036 

Macmillan Company 

866 Third Avenue 

New York, New York 10022 

Julian Messner 

Div. of Simon and Schuster, Inc. 

1 West 39th Street 

New York, New York lOOlb 
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New American Library, Inc. 
Sub. of Times Mirror Co. 
1301 Avenue of the Americas 
New York, New York 10019 

Oxford University Press 

200 Madison Avenue 

New York, New York 10016 

Pitm-in Publishing Corporation 

6 East 43d Street 

New York, New York 10017 

Prentice-Hall, Inc. 

Englewood Cliffs, New Jersey 07632 

Rand-McNally and Company 
Box 7600 

Cr.icago, Illinois 60680 

The Ronald Press Company 

79 Madison Avenue 

New York, New York 10016 

Simon and Schuster, Inc. 

630 Fifth Avenue 

New York, New York 10020 



U. S. Department of Labor 
Manpower Administration 
Inquiry Section 
Room 6381 MLC 

14th & Constitution Ave., S. W. 
Washington, D. C. 20210 

U. S. Employment Service 
555 Pennsylvania Ave., N. W. 
Washington, D. C. 20001 

U. S. Food and Drug Administration 
850 Third Avenue 
Brooklyn, New York 11232 

U. S. National Labor Relations Board 
1717 Pennsylvania Ave., N. W. 
Washington, D. C. 20006 

University of California Press 
Berkeley, California 94704 

Van Nostrand Reinhcld Company 
Division of Litton Educational 
Publishing, Inc. 
450 West 33d Street 
New York, New York 10001 



Small Business Administration* 

Room 3930 

Federal Plaza 

New York, New York 10007 

South-Western Publishing Co., Inc. 
5101 Madison Road 
Cincinnati, Ohio 45227 

Superintendent of Documents 

U. S. Government Printing Office 

Washington, D. C. 20402 

U. S. Department of Commerce 

Clearinghouse 
Springfield, Virginia 22151 

U. S. Department of Health, Educati 

and Welfare 
330 Independence Avenue, S. W. 
Washington, D. C. 20202 

U. S. Department of Labor 
Bureau of Labor Statistics 
341 Ninth Avenue 
New York, New York 10001 



Wadsworth Publishing Company 

10 Davis Drive 

Belmont, California 94002 

John Wiley and Sons, Inc. 

605 Third Avenue 

New York, New York 10016 

H. W. Wilson Company 
950 University Avenue 
Bronx, New York 10452 

♦Regional office addresses shoiid be 
contacted for obtaining materials 
from the Small Business Administration: 

91 State Street 
I Albany, NY 12207 

Federal Building 
121 Ellicot Street 
Buffalo, NY 14203 

55 St. Paul Street 
Rochester, NY 14604 

Hunter Plaza 

Fayette & Salina Streets 

Syracuse, NY 13202 
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FILMS 



Directory of Sources 



American Economic Foundation 

51 East 42d Street 

New York, New York 10017 

American Insurance Association 

no William Street 

New York, New York 10038 

American Stock Exchange 
Public Affairs Division 
86 Trinity Place 
New York, New York 10006 

Association of Better Business Burs. 

Education Division 

Chrysler Building 

New York, New York 10017 

Association Films, Inc. 
600 Grand Avenue 
Ridgefield, New Jersey 07657 

Association of National Advertisers 
155 East 44th Street 
New York, New York 10017 

Bailey Films, Inc. 

6509 De Longpre Avenue 

Los Angeles, California 90028 

Business Education Films 
5113 Sixteenth Avenue 
Brooklyn, New York 11204 

Business Education Visual Aids, Inc. 
5113 Sixteenth Avenue 
Brooklyn, New York 11204 

Carousel Films, Inc. 

1501 Broadway 

New York, New York 10036 



Consumers Union Film Department 

256 Washington Street 

Mt. Vernon, New York 10553 

Consumers Union Film Library 
267 West 25th Street 
New York, New York 10001 

Coronet Instructional Films 
65 East South Water Street 
Chicago, Illinois 60601 

Coronet Films 
Coronet Building 
Chicago, Illinois 60601 

George F. Cram Company 
730 East Washington Street 
Indianapolis, Indiana 42606 

Dun and Bradstreet, Inc. 

99 Church Street 

New York, New York 10007 

E. I. du Pont de Nemours and Co. 
Advertising Department 
Motion Picture Distribution 
Wilmington, Delaware 19898 

Eastman Kodak Company 
Informational Films Division 
343 State Street 
Rochester, New York 14608 

Encyclopaedia Britannica 
Educational Corporation 
1150 Wilmette Avenue 
Wilmette, Illinois 60091 

Indiana University 
Audio-Visual Center 
Blooming ton, Indiana 47403 



Chase Manhattan Bank 

1 Chase Manhattan Plaza Institute of Life Insurance 

New York, New York 10005 488 Madison Avenue 

New York, New York 10022 
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Insurance Information Institute 
Director of Educational Relations 
no William Street 
New York, New York 10038 

Jim Handy Organization 
2821 East Grand Boulevard 
Detroit, Michigan 

Joint Council on Economic Education 
1212 Avenue of the Americas 
New York, New York 10036 

McGraw-Hill Book Company 
Text-Film Division 
327 West 41st Street 
New York, New York 10036 

Merrill Lynch, Pierce, Fenner and 
Smith 

70 Pine Street 

New York, New York 10005 

Modern Talking Pictures 

3 East 54th Street 

New York, New Y?rk 10022 

Money Manf.Qimc-'nt Institute 
Householc' ri ranee Corporation 
Prudential riaza 
Chicago, Illinois 60601 

National Association of Manufacturers 

Film Bureau 

2 East 48th Street 

New York, New York 10017 

National Association of Retail Grocers 
360 North Michigan Avenue 
Chicago, Illinois 60601 

National Committee for Education in 

Family Finance 
277 Park Avenue 
New York, New York 10017 

National Consumer Finance Association 
Educational Services 
1000 Sixteenth Street, N.W. 
Washington. D. C. 20036 

National Educational Television 

12 Columbus Circle 

New York, New York 10023 



National Food Brokers Association 
1916 M Street, N.W. 
Washington, D. C. 20035 

National Industrial Conference 

Board 
845 Third Avenue 
New York, New York 10022 

New York State Department of 

Commerce 
Film Library 
845 Central Avenue 
Albany, New York 12206 

New York Stock Exchange 

11 Wall Street 

New York, New York 10005 

The New York Times 
Filmstrip on Current Affairs 
Times Square 

New York, New York 10036 

Savings Bank Association, State 

of New York 
60 East 42d Street 
New York, New York 10017 

Society for Visual Education 
1345 Diversey Parkway 
Chicago, Illinois 60614 

Sterling Movies USA, Inc. 

43 West 61st Street 

New York, New York "'0023 

Teaching Aids, Inc. 
Box 3527 

Long Beach, California 90903 

University of Illinois 
Visual Aids Service 
Champaign, niinois 61820 
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